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Checklist:  Required Documentation for Audit of Pupil Membership Count for Cyber Schools


Cyber School PSA: 						    Count Date: 				

For every count complete and return this form with required paperwork. Submit in folder labeled with school name. Check off items being submitted. Do not submit inapplicable/blank forms; leave the line blank or enter “NA” next to those items. 

Items noted in blue must be sent electronically to the OAISD SFTP site ((https://sftp.oaisd.org/login)

Cyber School Documents to Submit for Every Count:
	 Drop/Add Lists (week before count, week of count, and the 5 weeks after count)
	 Pupil Course Schedules in Effect on Count Day, Grades K-12 (Submit electronically to SFTP site)
	 Board Approved Graduation Requirements for Cyber School
	 Board Approved Attendance Policy (should include number of classes required for full-time status at grade level, and the definition of “excused” versus “unexcused” absence)
	 Cyber School Attendance/Participation Tracking Procedures 
	 Master List of Approved Cyber Courses
	 Master List of Teachers (Fall only, unless new teachers for spring) [Submit electronically to SFTP site]
Please include the following data elements for each Teacher of Record: Building Name, Legal First & Last Name (no nicknames; include middle name, if available), PIC #, and Grade Level(s) assigned to teach.
	 Cyber Activity Log (summary of courseware logins per pupil, per course [week before, week of, and five weeks after count]) (Submit electronically to SFTP site.)
	 
ISD Auditor Forms to Complete/Submit for Every Count:
	  PA-101 Verification: Kindergarten Compliance
	  PA-102 Special Education Summary 
  ______ SE Worksheet A/Bs
	  PA-104 District Planning Form (Fall only, unless revisions made)
	  PA-105 Changes: Certified General Collection (Only when revisions are made after final certification)
	  PA-106 Verification: MSDS Certified Alpha List (in lieu of printed, signed alpha list)
	  PA-201 Verification: Teacher Certification/QPD/21f(14)/Field Trips/Recess
	  PA-204 Cyber School Count Day Absence Report (10/30-Day Report)

ISD Auditor Forms to Submit for Every Count as Applicable: 
	 PA-5B (ISD) Cooperative Education, ISD Programs (ISD Tech Center)
	 PA-5F Part-Time Pupils (use only when written agreement exists to split pupil FTE w/ another public school district)
	 PA-5GA Post-Secondary Dual Enrollment
	 PA-5GB Early/Middle College
	 PA-5P Work-Based Learning
